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Budget

Use the plus/minus 
icon to open and 
select ‘budget’
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Budget

Select edit budget 
details icon at the 
bottom of the page
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Budget

Click the Add: New 
item icon under 
each section to 
enter data
Each time you select 
this icon, another 
line will be added
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Budget 
Use the drop down box 
to select the Program 
Activity Area
Tab over and Type in 
your Activity Description 
and then the amount
If you need to delete an 
entry, use the icon at 
the far left
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Budget Page

Budget Summary Page
Provides an overview of the 
budget

Click on the ‘Edit Budget Details’ button
Click the ‘Add’ button to add a program 
activity

Click on the drop down arrow to select a 
specific program activity
You must enter a description for each 
program activity
When entering the amount, no 
characters, commas, or periods are 
allowed. Only positive whole numbers.
To remove an entry click the ‘Delete’ 
button

Click the ‘Save and View Budget 
Summary’ button when completed

**The Fiscal Representative or 
Business Manager must approve
the budget items before the grant
section can be submitted


